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TRAIN Florida Reports Overview

This document will provide you with an overview of the reports and reporting tools available to you
in TRAIN Florida. Please note you must be assigned the Report Manager permission, to access
and run reports.

Everything within TRAIN Florida has a group structure assignment, including reports. Most Lead
LMS Administrators are assigned the Report Manager permission at the Department level, however,
when running local reports it may be helpful to have a Support Administrator with Report Manager
permissions limited to your local group level.

As a TRAIN Florida Local LMS Administrator, you can be assigned the Report Manager permission
at either of the following levels:

e Department (DOH and/or DOH Non-FTE) Level — shows data on all assigned Department
learners

e Local (Division/Bureau/Program Area/Office) Level — shows only data for learners
assigned to the selected local level

For more information on TRAIN Florida grouping structure please see the What is the TRAIN
Florida Grouping Structure document found on the Administrator Knowledge Center Question and
Answer webpage.

Follow the steps below to access the Report Console:

Step 1: Loginto TRAIN Florida

Step 2: From your TRAIN Florida homepage, click Administration in the top blue navigation bar.
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Step 3: In the left navigation menu, click Reports (1) then Reports Console (2).

When the Report Console page opens, you will notice that there are two sections, Reports (3) and
Exports (4). Both the Reports and Exports are based on the learners grouping structure.

The Reports (3) category - Allows you to create your report with custom data using filters. It gives
you the option to export the report, and save it to your computer.

The Exports (4) cateqory - Lists canned, or pre-set, reports that are designed to be exported as an
Excel file, saved to your computer, and sorted outside of TRAIN Florida by you, to suit your needs.
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NOTE: If an employee is not reflected on a report, they may have incorrect information in
their learner Account Details, and/or be incorrectly grouped. You should review
and update their Account Details and Groups pages, and run the report again.

If a learner is not an employee of your group and reflects on a report, simply
delete them from the report. Do not alter their account, as TRAIN allows learners
to choose where they are grouped.
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The Reports feature allows you to create and view reports on users and courses. This option also allows you to export reports to Excel or save as PDOF.
The link to export the course database to Excel is also located under this section.
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In addition to the Reports and Exports found in the Report Console, the LMS Site Administrators
have created supplementary, or Ad-hoc reports, that you may find helpful for your reporting needs.
All Ad-Hoc reports are based on the information reflected in the learners account Details Tab.

To access these additional Ad-hoc Reports please follow the steps below:

Step 1: From your TRAIN Florida homepage, click Administration in the top navigation bar.
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Step 2: In the left navigation menu, click Reports (1) then Ad-hoc Reports (2).
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Step 3: Click the All Reports (3) filter to view all available reports.

A list of all available Ad-hoc Reports with descriptions, features, and visibility can be found on the
Administrator Knowledge Center webpage. A link to the Admin web page can be found on the
TRAIN Florida homepage below the dashboard.

Once on the Administrator Knowledge Center webpage, locate the Forms and Templates section
and then click on the document titled Report Chart to view the list.

FORMS AND TEMPLATES A

Forms

FDOH TRAIN Florida Administrator Request Form - Requirements - Admin Roles
& Permissions

Report Request Form - Instructions - Report Chart ff———

Training Review Rubric

If the training data you are looking for is not available with the pre-existing reports, as a LMS
Administrator you are able to create and save custom reports in TRAIN Florida, or request them if
needed.

If you have any questions or need assistance regarding How to Access and Use the Report
Console, please contact your organization’s Site Administrators.

For the DOH LMS Site Administrators please call 850-245-4008 or email
DOHLMSSupport@flhealth.gov.
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